
Attachment I 
Weekly Risk Report (WRR) 

Overview 

The Weekly Risk Reporting System (WRRS) is a companion to the QC Plan that is created by 
the best value Respondent during the Pre-Award Phase.  The report serves as a tool for the 
Owner in analyzing the performance of each Project based on risk.  The WRRS does not 
substitute or eliminate weekly progress reports or any other traditional reporting system (that the 
Respondent may do).   

The purpose of the WRRS is to allow the Respondent to manage and document all risks that 
occur throughout a Project.  Risk is defined as anything that impacts the Project cost or Project 
schedule.  This includes risks that are caused by the contractor (or entities contracted by the 
contractor), and risks that are caused by the Owner (scope changes, unforeseen conditions, etc).  
The Owner Project Manager may also require the Respondent to document risks that may impact 
Owner satisfaction. 

Submission 

The weekly report is an excel file that must be submitted on the Friday of every week.  The 
report is due every week once the authorization to proceed is issued, until the Project is 100% 
complete (and final payment is made).  Please contact the State Project Manager if you have not 
received an electronic version of the spreadsheet (once the authorization to proceed has been 
issued).   

The completed report must be saved using the date and name of the Project given by the State 
(Format: YYMMDD_Project Name_Project ID; For example, ‘Polk Project’ for the week ending 
Friday, March 1, 2005, should be labeled ’050301_PolkProject_01-123-45-6789’).  Weekly 
Reports are to be emailed (by midnight each Friday). Awarded supplier will be notified after 
award of the contact person to email these reports to.     

  
 
 
 
 

 

 

 

 



Online Guide and Tutorial 

A short video tutorial is also available online which provides information on the reporting 
system.  Respondents are required to watch this video prior to completing/submitting the weekly 
reports. 

The weekly report consists of scope changes or unforeseen events that are risks to the Project in 
terms of cost, schedule, or State satisfaction including any issues that could potentially develop 
into a risk.  When a new issue is identified, it is added to the Project risks, along with the 
following: Identification date (date the risk was identified), plan to minimize the risk, resolution 
due date, impact to critical path or schedule (in days), and impact to final cost (in dollars). 

Prior to submitting the report, the Respondent must contact the State Project Manager if there are 
any risks or potential risks identified.  The Project Manager is required to provide a satisfaction 
rating based on the identified risk and the Respondents plan to mitigate the risk.  The rating is 
based on a scale of 1-10 (10 being completely satisfied and 1 being completely dissatisfied).  The 
Project Manager may modify their satisfaction ratings at any time throughout the Project.  When 
a risk is resolved, the actual date of resolution must be listed.   

The Respondent is also required to submit a detailed Project schedule (including the 
authorization to proceed date, substantial completion date, and final payment date) in the weekly 
report.  The schedule report must contain the Respondents original schedule along with the 
current estimated schedule. 

The State will analyze the reports for accuracy and timeliness.  The report will be used in part by 
the Owner to determine the overall final performance rating of the Respondent (and its team).   

 
  


